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BUSINESS & ICT PROGRAM 
 
As a student of the Business and ICT Program, you become part of a large body of students, studying a wide 
range of subjects related to being successful in business. 
 
We are constantly working on improving our services so we become not only responsive but proactive in 
respect to the needs of employers and industry in general.  This is why our graduates are recognised as 
valuable assets within industry.  When you complete your studies, you may become one of many thousands of 
students who have joined the workforce after completing our highly regarded qualifications. 
 
Naturally it is important that the Business and ICT Program operates in a way that maximises your opportunity 
to succeed, and this includes ensuring you have any information you may require.  This handbook is an 
attempt to gather important information that you may need at various times during your studies with us. 
 
As a student, you are the most important part of this Program and so we welcome you and wish you an 
enjoyable and successful year. 

 

WORKFORCE LEARNING LEADER – BUSINESS & ICT NORTH WEST 

 

Graham Ratcliffe 
Phone 6421 5503 Fax 6421 5590 Email graham.ratcliffe@polytechnic.tas.edu.au  

 

ADMINISTRATIVE ASSISTANTS – BUSINESS & ICT NORTH WEST 

 

Kathy Young - Devonport 
Phone 6421 5521 Fax 6421 5590 Email kathy.young@polytechnic.tas.edu.au   

 
Tracy Riley - Burnie 
Phone 6434 5872 Fax 6434 5858 Email tracy.riley@polytechnic.tas.edu.au  

 
Dianne Traill – Online Access Centre 
Phone 6434 5571 Fax 6421 5590 Email dianne.traill@polytechnic.tas.edu.au   
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mailto:kathy.young@polytechnic.tas.edu.au
mailto:tracy.riley@polytechnic.tas.edu.au
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BUSINESS & ICT TEACHING STAFF CONTACT DETAILS 

DEVONPORT CAMPUS 

Anne Collins Accounting & Finance 6421 5537 anne.collins@polytechnic.tas.edu.au  

Maryke Van Tatenhove 
(Burnie & Devonport 
Campuses) 

Small Business 6421 5585 maryke.vantatenhove@polytechnic.tas.edu.au 

Gay Walsh Information Technology 6421 5534 gay.walsh@polytechnic.tas.edu.au  

Steve O’Rourke Information Technology 6421 5558 stephen.orourke@polytechnic.tas.edu.au 

Warren Butler (Burnie & 
Devonport Campuses) 

Management & Human 
Resources 

6421 5535 warren.butler@polytechnic.tas.edu.au 

Kim Peisker 
imPRESS Virtual 
Enterprise – Cert II/III 
Business (Full Time) 

6421 5558 kim.peisker@polytechnic.tas.edu.au  

Dianne Hardman 
Business Computing & 
Cert III Business Admin 

6421 5535 dianne.hardman@polytechnic.tas.edu.au 

Gary Breen 
Business Finance (MYOB) 
& Cert II Business (Don 
College) 

6421 5535 gary.breen@polytechnic.tas.edu.au  

BURNIE CAMPUS 

Karen Maslen (Burnie & 
Devonport Campuses) 

Accounting & Finance 6434 5873 karen.maslen@polytechnic.tas.edu.au 

Tony Hainsworth Information Technology 6434 5702 tony.hainsworth@polytechnic.edu.au  

Steve MacFarlane Information Technology 6434 5702 steven.j.macfarlane@polytechnic.tas.edu.au 

Lynne Halson (Burnie & 
Devonport Campuses) 

Information Technology 6434 5815 lynne.halson@polytechnic.tas.edu.au  

Marcus Wynwood Information Technology 6434 5815 marcus.wynwood@polytechnic.tas.edu.au  

 

SMITHTON CAMPUS 

Sharon Maguire Business  6452 4985 sharon.maguire@polytechnic.tas.edu.au 
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Introduction to the Sector 

Welcome to the Business & ICT sector.  This is the largest industry sector within the Tasmanian Polytechnic and 
has many exciting qualifications and pathways for you. 
 
The pathways range from Certificate I through to qualifications at Advanced Diploma level. 
 
We look forward to your enquiry and know that you will enjoy and benefit from training in this sector. 
 
Pathways you may be interested in to assist you in seeking employment are; 

 
BSB07 Business Services Training Package 

¶ Administration ¶ Human Resources 

¶ Business ¶ Management 

¶ Small Business  

 
FNS10 Financial Services Training Package 

¶ Financial Services ¶ Accounting 

¶ Bookkeeping  

 
ICA11 Information and Communications Technology Training Package 

¶ Database Administrator ¶ Network Administrator 

¶ Network Engineer ¶ Project Manager 

¶ Software Developer/Programmer ¶ Support Technician/Help Desk 
Operator 

¶ System Administrator ¶ Web Designer/Administrator 
 

Fees and Concessions 

Students aged 19 years or less in the year of enrolment will pay a levy of $300 for full time study.  Part time 
students will only pay part of this amount depending on how many hours of study they are enrolled in.  The 
Student Assistance Scheme (STAS) is available to those students (who are eligible to pay the $300 levy) from 
low income families towards the cost of levies.  You will need to apply for STAS by completing an application 
form, which is available from Customer Services. 
 
Students aged 20 years or older in the year of enrolment have a fee cap of $990 for one (1) calendar year of 
study ($280 with concession).  Concessions are available to people who receive, or are dependant on, a person 
who receives Centrelink benefits (eg Austudy, Abstudy, Youth Allowance, New Start, Pension, Parenting 
Payment). 
 
The Higher Education Contribution Scheme (HECS) does not apply to Tasmanian Polytechnic enrolments. 
 
Recognition fees may be negotiated on an hourly rate on application, but are usually the standard fee cost per 
unit of competency. 
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Employability Skills 

Employability Skills are skills that apply across a variety of jobs and life contexts.  They are sometimes referred 
to as key skills, core skills, life skills, essential skills, key competencies, necessary skills, and transferable skills. 
 
Employability Skills are defined as “skills required not only to gain employment, but also to progress within an 
enterprise so as to achieve one’s potential and contribute successfully to enterprise strategic directions”. 
 
There are eight Employability Skills: 
 

¶ Communication 

¶ Teamwork 

¶ Problem Solving 

¶ Initiative and Enterprise 

¶ Planning and Organising 

¶ Self Management 

¶ Learning 

¶ Technology 
 
These Employability Skills are incorporated within all our qualifications and units of competency. 
 
For further information, visit http://employabilityskills.training.com.au 
 

Learning and Support 

At the Tasmanian Polytechnic, we focus on real, practical learning, and take an approach to education that 
meets the needs of all our students and fully meets the expectations of employers. 
 
We value your previous learning and life experiences, and use this knowledge as a basis for your continued 
development.  So you’ll receive learning and career support whilst undertaking exciting and relevant skills 
development of high value to future employers. 
 
Your learning will be practical and real-world based, with your assessment focussing on practical 
demonstrations of your skills and knowledge. 
 
All students have a variety of learning styles.  You may need to discuss with teachers if you think you may need 
extra assistance with your training and/or assessments.  Should you have any difficulties in the training and 
assessment environment, please ask your teacher for assistance.  Be assured that all teachers are here to assist 
you to succeed in your chosen qualification. 
 

Textbook and Learning Resources 

Often there are library sets of classroom resources or there may be circumstances where students are 
required to purchase their own textbooks and learning resources.   There is a bookshop located at Don College, 
Watkinson Street, Devonport and at the Hellyer Campus, Burnie, where you can purchase prescribed 
textbooks.  Students will be informed of the correct textbooks, if required, at the time of enrolment. 

  

http://employabilityskills.training.com.au/
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Assessment 

The methods of assessment usually follow the principles of Competency Based Training (CBT).  This is the 
national method of assessing competency in Vocational Education and Training courses.  Each competency is 
internally assessed using a strategy applicable to each of the elements of the competency and any critical 
aspects of evidence.  These assessment strategies may include: 
 

¶ Projects 

¶ Assignments 

¶ Tests 

¶ Supervised Assessments 

¶ Role Plays 

¶ Observation 

¶ Discussions 
The methods, conditions and timing of assessments are made clear to students when they commence study. 
 

Standard of Assessment 

Work submitted as a result of classroom activities, progressive or final assessment must be presented to the 
standard expected in the workplace.  Work involving the completion forms and/or including calculations must 
be neat and legible as would be expected in the workplace. 
 
Submission of work should be within established time guidelines, as timelines and the ability to meet deadlines 
are inherent in in nearly all competencies.  Should you seek re-assessment, you must notify your teacher 
within two (2) weeks of feedback being received on your first attempt. 
 
It is a requirement that any work you submit is substantially your own.  However, this is not to stop you from 
seeking help from your peers should you be experiencing difficulties, but once the problem has been resolved 
you must produce the assessment work yourself. 
 

Recognition 

Recognition is a key part of the national system of Vocational Education and Training.  Competencies are 
simply the combination of skills, knowledge and attitude required to successfully perform tasks in the 
workplace. 
 
Recognition is all about giving people credit for competencies they already possess in relation to competency 
standards, which may relate to a qualification, or to formal job or industry requirements. 
 
If you think you may be eligible for recognition of current competencies, please ask our Administration 
Assistant for a copy of our Recognition Handbook. 

 

Credit Transfers 

Where students hold existing qualifications (or units from qualifications), credit may be given into current 
qualifications from the Training Package you are enrolling into.  Applications for credit transfers can be made 
to the Learning Leader.  You will need to provide an original official certificate or statement of attainment. 
If successful, you will be resulted with a CT. 
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Admission Requirements 

Entry requirements for each qualification are listed in the individual Course Handbooks available from a 
Business & ICT Program office.  Some teaching subjects also have pre-requisites. 

 

Study Options 

There are many study options available at the Tasmanian Polytechnic depending on your preferred learning 
style and on student numbers.  Where appropriate, options will include combinations of learning via the 
classroom environment, flexible study, or online.  Project based learning will be used to encourage more 
student centred learning which can be applied to a realistic work scenario. 

 

Flexible Study Arrangements 

Most students will study in a face to face classroom environment.  However, due to work or other personal 
commitments students are sometimes unable to attend normal classes.  In these situations, study may be 
conducted in a flexible manner.  You should note that flexible study requires a high degree of self-discipline 
and self-motivation.  Therefore, you should not attempt this form of study unless you definitely understand 
the requirements of this form of study, and have the required degree of self-motivation and self-discipline.  
 
It should be noted that not every qualification or unit will be available via flexible study.  Please discuss your 
options with one of our Administrative or Teaching staff. 
 
In flexible study, the student works their way through self-study resources (often coupled with a textbook) and 
completes assessment tasks (eg, assignments and tests) at defined stages.  A tutor is available to answer the 
questions of individual students (ie through face to face appointments, email or telephone contact) but classes 
or group sessions are not conducted under flexible study arrangements. 
 
There are a number of flexible study options within the Business & ICT program: 

¶ Self Paced Study (SP) 

In this open learning situation, the student works in a class environment through self-paced learning 
resources, in the presence of a teacher in a nominated class time.  Assignments and tests are 
completed when the student is ready, as study in the subject progresses.  The teacher provides 
individual assistance for students, but the required form of learning is through the use of self-paced 
study resources. 

¶ Distance Education (DE) 

The student receives print based material and purchases the relevant textbook for each subject 
enrolled in.    The print based material contains:  details of the study sequence; appropriate learning 
resources; details of assessments required; and other materials that support the students’ study in an 
off-campus manner.  The student works off-campus on the subject on a self-paced basis, completing 
assessments as they feel ready.  A tutor facilitates the student’s flexible study by being available for 
consultation, marking assignments and tests, and ensuring the student’s progress through the subject 
is satisfactory. 

¶ On Line (OL) 

The student receives access to an online site, which, for each subject the student is enrolled in, 
contains:  details of the study sequence; appropriate learning resources; details of assessments 
required; and other materials that support the students’ study in an off-campus manner.  The student 
works off-campus on the subject on a self-paced basis, completing assessments as they feel ready.  A 
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tutor facilitates the student’s flexible study by being available for consultation, marking assignments 
and tests, and ensuring the student’s progress through the subject is satisfactory. 

 
It is important to reinforce the point that flexible study in one of the three ways mentioned above requires a 
high degree of self-discipline and self-motivation.  If you choose a flexible study option, you must be very well 
organised.  Flexible study is not the same as face-to-face classes.  The learning materials are the main way to 
learn.  The teacher allocated to assist you will only be available at certain times. 
 

Student Support Services 

The Tasmanian Polytechnic values and understands the diversity of learners.  Supporting the individual, 
personal development needs of our students is central to the provision of a high quality learning experience.  
The Polytechnic provides personalised student support services which enable learners to access career and 
learning support, including: 

o Support for identified learning needs 
o Development of an individual student learning plan 
o Pathway planning 
o Regular feedback and monitoring of progress 

 
Specialist services including: 

o Career counselling and guidance 
o Personal counselling support 
o Support for students with disabilities, including access, equipment and specialised assistance. 

 
Disability Liaison Officers can assist learners to select the right course, advise on enrolment processes and 
provide the additional support required to enable learners access to facilities to successfully complete their 
studies. The right to privacy and confidentiality will be respected. 
Student Services can also provide information about out services and facilities such as student residences 
affiliated with the Polytechnic and child care services. 
For further information, visit us, call 1300 655 307 or visit our website www.polytechnic.tas.edu.au. 

 

University Articulation  

Under the current transitional arrangements with the University of Tasmania, Tasmanian Polytechnic students 
who successfully complete a Diploma or Advanced Diploma qualification may be credited with between 6 and 
10 units of credit towards a Bachelor of Business. 
 
For further information, please visit 
http://www.prospective.utas.edu.au/tafe-polytech OR 
http://www.futurestudents.utas.edu.au/tafe-polytech/doubleadvantage 

 

Graduation 

Please submit the “Application to Graduate” form (located at the back of this Handbook) if you believe you are 
eligible graduate and receive your Certificate or Diploma.  Graduation Ceremonies are held in March or April 
each year in the North West, North and South regions to celebrate the achievements of students completing 
qualifications from Certificate I through to Advanced Diploma. 

  

http://www.polytechnic.tas.edu.au/
http://www.prospective.utas.edu.au/tafe-polytech
http://www.futurestudents.utas.edu.au/tafe-polytech/doubleadvantage


H:\INFORMATION TECHNOLOGY\2012 Students\BusinessICT Student Handbook 2012 v2.docx_ Last updated by KY_19 January 2012 
Page 9 

Enrolments 

To enrol in a course you should complete and sign an enrolment form and a tick sheet for the course of your 
choice in consultation with teaching staff.  Enrolment is not complete until you have paid your fees.  This must 
be done before your first class. 
 
Enrolment in a course indicates an agreement to abide by the code of behaviour and other rules outlined. 

 

Fees 

Enrolment fees are stated per each unit of competence that a student enrols in.  These units of competence 
are mapped to teaching subjects.  The fee for each unit of competence is stated on the enrolment tick sheet.   
 
Exemptions from paying the full amount per curriculum hour may apply under specific circumstances.  Check 
with Student Services or teaching staff.  Proof of eligibility will be required at the time of enrolment. 
 
You may also be required to purchase textbooks for particular subjects.  The teaching staff member for the 
particular subject will advise you of these requirements.  There is also a booklist which is available and includes 
web links for internet purchases. 
 

Textbooks 

Textbooks can be purchased from Birchalls.  In Launceston there is a Birchalls outlet in the Brisbane Street 
Mall.  On the North-West Coast, Birchalls has campus outlets at Don Campus and at the Burnie Campus.  
Textbooks can be purchased from a Birchalls outlet over the phone using a credit card.  The telephone 
numbers for Birchalls are: 
Launceston Freecall 1800 806 867 
Don Campus  6424 4072 
Hellyer Campus  6434 5851 
Textbooks can also be purchased directly from the publisher using the web addresses supplied on your book 
list. 
 

Assessment and Qualifications 

 
Competency-Based Training (CBT) 
CBT recognises that people learn at different rates and in different ways.  With CBT, more importance is placed 
on the skills and knowledge needed within an occupation and the level of performance expected in the 
workplace.  To identify these skills, national competency standards are being set by industry bodies.  Education 
and training which aims to assist students reach these standards is being delivered in courses that you study. 
 
What is different about CBT Training? 
Rather than studying to achieve a ‘pass’ mark of 50% or more, CBT aims to assist you to achieve learning 
outcomes based on the accepted standard of competency in a particular field. 
 
Formal recognition, such as a diploma, is given to people who reach the learning outcomes required in their 
occupation. 
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Qualifications Under Training Packages 
We offer courses that are consistent with the Australian Qualifications Framework (AQF) which establishes 
standard titles and levels for courses across Australia. 
 
Under the AQF the levels are; Certificate 1, Certificate 2, Certificate 3, Certificate 4, Diploma and Advanced 
Diploma. 
 
These certificates recognise an increasing degree of skill level, from the basic (Certificate 1) to the more 
advanced (Advanced Diplomas) with courses varying in length. 
 
Your qualification is industry recognised.  Our courses are accredited, which means there is consistency in the 
standards of courses at all VET institutions across Australia. 
 
Our qualifications are widely recognised by industry, employers, licensing bodies and professional institutions. 
 
Notification of Results 
Your statement of results will be issued upon request to Client Services.  An office of Client Services is located 
on the Launceston, Hellyer and Devonport Campuses.  In addition, your student results are available online to 
be checked and reviewed at any time.  Your academic record is not available to the public.  You can access 
your results at the following url: 
http://studentresults.polytechnic.tas.edu.au/login.asp?straddress=/index.asp 

 
Management of your Student Record 
It is very important that students actively manage their student record.  You should check your statement of 
results regularly to ensure that the record is accurate and that appropriate results have been entered.  If upon 
discovering that a result has not been entered accurately, you should immediately notify a Client Services 
Office. 
 
If you have enrolled for a unit, but for some personal reason decide not to proceed with the study of the unit, 
it is then your responsibility to complete and lodge a withdrawal form for this unit.   Appropriate forms are 
available from the Accounting & Finance Administration Office. 
 
Subject Evaluation 
All students have the opportunity to evaluate each and every subject that they complete.  Your teacher will 
provide an Evaluation Form at the conclusion of the subject.  This information helps us to improve our service.  
Your time and honest appraisal will be appreciated.  You are not identified in any way by completing the form. 
 
 
 

Guidelines for Assessment 

 
Assessment is a continual process throughout the unit so students cannot afford to fall behind with their work.  
Each subject will include a number of assessment items spread throughout the semester.  These may be 
assessed in class or by work completed over a period of time and passed in by a specified date. 
 
Assessment in most courses has been developed to conform with the recommendations contained in the 
Australian Quality Training Framework and is competency-based and criterion-referenced and as such will be 
expressed as Competent (CP) or Not Competent (NP).  The standard to be achieved is determined by the 
assessment criteria. 
 
Participants who consider they already possess the competencies identified in a unit may seek recognition of 
current competence.  There is a separate handbook that explains this process. 
  

http://studentresults.polytechnic.tas.edu.au/login.asp?straddress=/index.asp
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Class Assessment 
If you are absent from a class assessment for a valid reason, supported by documentary evidence such as a 
doctor’s certificate, then a subsequent assessment may be administered.  If you do not have a valid reason or 
fail to notify the Department/your teacher of your intended absence before the assessment is given, then you 
will be recorded as having failed that attempt. 
 
Assignment Submission 
Assignments should be submitted by the due date unless other arrangements are negotiated with your 
teacher prior to that date. 
 
Each submission should contain a cover sheet providing appropriate details of the assignment.  These details 
include subject and name, assignment number/title, date submitted, student name, student number and unit 
co-ordinator/teacher. We have produced a standard cover sheet for this purpose. 

 
In most cases, we require assignments to be word processed.  However, where it is necessary to handwrite an 
assignment (e.g. in a mathematics assignment) please write on only one side of the page. 
 
Workplace Assessment 
Some students have their unit of study assessed by an assessor in the workplace.  Where this occurs, the 
workplace assessor will inform the student of the requirements of the assessment.  However a student 
undergoing assessment in this manner will have the same rights and responsibilities with respect to 
assessment as a student being assessed in the classroom environment. 
 
Plagiarism 
You are reminded that representing another person’s work as your own or using material taken from 
published sources without proper acknowledgment is plagiarism.  Plagiarism is regarded as a serious offence 
and, if proven, will result in the withholding of assessment and disciplinary action. 
 
Work Due By a Specified Date 
No assessment item will be accepted after the due date unless: 

¶ you have made prior arrangements with your teacher, or 

¶ you have a doctor’s certificate proving that you could not have completed the work in the time allocated, 
or that you were unable to submit the assessment item on the due date. 

 
Where the above guidelines have been met, a teacher may accept a late assessment for marking, but in no 
case will a late assessment be accepted for marking once solutions have been made available. 
 
Work which does not reach the standard determined by the assessment criteria may need to be re-submitted. 
 
Resubmissions/Resits 
It is our policy that students will be offered one (1) resubmission opportunity for each assessment item.  For 
example, if an assignment is submitted and the teacher (assessor) is of the view that is does not meet the 
required standard, an opportunity for resubmission will be given.  Similarly, if a test is failed on the first 
attempt, an opportunity for a resit will be given. 
 
If a student does not pass the second resubmission or resit, they will be awarded an NP result for the subject 
and will be required to re-enrol at the next available offering. 
 
Assessment Appeals 
We have a policy dealing with appeals against assessment.  Where you have valid reasons for being dissatisfied 
with the outcome of an assessment, you are advised to consult with the relevant Team Leader who will advise 
you of your rights and the appropriate procedures. 
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Code of Behaviour 

Enrolment with us implies acceptance of the following conditions: 
 
1. Food, drink and smoking are not permitted in classrooms and laboratories.  No smoking is permitted in 

any building. 
 
2. Mobile telephones must be switched off before entering the building. 
 
3. Student admission to classrooms and laboratories is permitted only during the hours of teaching unless 

official permission has been obtained. 
 
4. Students are to behave in an orderly manner, to respect the teacher/assessor, other class members and 

their property and, at the close of each lesson, to return to the proper places all materials and equipment 
they have been using.   

 
5. Students may not enter or remain in a classroom/workshop unless their dress and behaviour conforms to 

appropriate standards. 
 
6. Visitors are not admitted to classrooms, classroom, workshops etc unless accompanied by a member of 

staff. 
 
7. Students shown or suspected to be influenced by an intoxicant (alcohol, drugs) will be required to leave 

the workshop or class room.  Students who are taking medically prescribed drugs should discuss possible 
effects with their teacher prior to working in a workshop or classroom. 

 
8. We do not accept responsibility for the loss of any equipment or other property belonging to students. 
 
9. Students will be held responsible for the cost of repairing or replacing any property or equipment 

belonging to the Tasmanian Polytechnic which is lost, removed or damaged through any wilful act or 
default of the student. 

 
10. A student who is guilty of grave misconduct or defiance of a teacher’s authority within the Tasmanian 

Polytechnic may be suspended, reprimanded, or expelled from the Tasmanian Polytechnic. 
 

Computer Network Accounts 

When a student has enrolled or paid their fees, a computer network account on the Tasmanian Polytechnic 
system is automatically created for them. The format for student usernames is “firstname.lastname”. For 
example, “john.brown”.  The first time you login, your password is your date of birth (ddmmyyyy).  
 
Should you have difficulties logging in, there is a website you can access to determine your username.  This 
website is available through the main website of the Tasmanian Polytechnic.  This site can also be used by 
students to reset their passwords. 
 
 
The address for the site is: 
 
http://studentinfo.polytechnic.tas.edu.au 
 
A limited amount of storage is available on the network, but students are encouraged to use USB memory 
devices for storage purpose. 
 

http://studentinfo.polytechnic.tas.edu.au/
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Guidelines for the Use of Computer Facilities 

1. Computer facilities are available only for currently enrolled students. 
 
2. Computers are to be used for class related work only, not private work. 
 
3. When a computer facility is not in use during business hours, students may use a computer for class 

work, provided they have undertaken computer based training.  They may not work in an area where a 
class is being conducted without the approval of the class teacher. 

 
4. When working outside class, do not disrupt teachers conducting classes in other areas with problems or 

questions - they should be directed to the student’s own teacher during the next class. 
 
5. Students will not interfere with programs and network settings or any other files on the hard drives. 
 
6. No food or drink is allowed near computer facilities. 
 
7. Failure to abide by these guidelines will result in the student(s) involved being barred from the computer 

rooms/areas for a specified period. 
 

Internet Usage Conditions  

The following conditions of use are from the Internet Usage Policy and from the general rules of worldwide 
Internet etiquette. 
 
1. Student access to Internet services is provided for purposes relating to their courses of study being 

undertaken through the Tasmanian Polytechnic.  The services should not be used for other purposes. 
 
2. The Internet must not be used for illegal activities, or to transmit threatening letters or unsolicited 

advertising. 
 
3. False statements made about any person and published on the Internet constitute libel. 
 
4. It is illegal to use the Internet to gain unauthorised access to other computers or databases which are not 

in the public domain. 
 
5. Material that may be considered offensive to others must not be displayed at any workstation. 
 
6. All transactions should be conducted in a manner that does not create congestion on the network. 
 
7. Any interactive use of the Internet should ensure that there is no possibility of transmission of viruses or 

programs that may harm data or equipment. 
 
8. While most of the material on the Internet is considered to be in the public domain, copyright is breached 

if another user’s document is transmitted without their prior knowledge and permission.  It is also 
customary to acknowledge sources of any material quoted directly from the Internet. 
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Financial Information  

Financial support for students is available through the following allowances and subsidies: 

¶ Commonwealth allowances such as Austudy, Abstudy and Youth Allowance.  These are all means tested 
and application forms are available only at Centrelink. 

¶ Student Accommodation Assistance (AATS).  For full-time students who must live away from home.  
Further information and application forms are available from Client Services. 

¶ Childcare Subsidy.  For further information apply to Client Services. 

¶ Travel Concession for country students.  For full-time students, living at least 40 kilometres from a 
campus.  Further information and applications forms are available from Client Services. 

¶ Student Grant.  Provides assistance towards the cost of textbooks and other compulsory items such as 
safety wear.  It is means tested.  Apply to Client Services. 

 

Student Support Services 

Student Services staff offer a wide range of services, ranging from advice on training options, enrolment, 
financial services, employment assistance, educational and personal matters.  Student Services units are based 
at all major campuses - Hobart (Campbell Street, City and Clarence); Launceston (Alanvale and City); 
Devonport and Burnie.  Counselling is available at these campuses and is confidential. 
 

7ÏÍÅÎȭÓ Training  

Staff are available to assist women returning to study or to the work force.  Counselling in career and training 
pathways is provided.  Apply to Client Services. 
 

Students with Disabilities 

There is assistance available for students with disabilities, including access, equipment and specialised help.  A 
disability Liaison officer is available to help improve access, participation and achievements of people with 
disabilities.  Apply to Client Services. 
 

Migrant Students 

English language support may be available for people from language background other than English studying in 
mainstream courses.  Apply to Client Services. 
 

International Students 

International students are comprehensively assisted through a support system, run from the International 
Student Office in Hobart and Launceston.  Services provided include assistance with accommodation, general 
welfare, study skills, tutorial and English support throughout the year. 
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Aboriginal and Torres Strait Islander Students 

Aboriginal VET Officers help Aboriginal and Torres Strait Island students to access training options.  They also 
address issues and provide support to facilitate participation and achievement.  Apply to Client Services. 
 

Learning (including literacy and numeracy support)  

Learning Support may be available to students experiencing difficulty in their course.  Help may be provided in 
the form of tutorial assistance in areas such as essay and report writing, English and vocational maths tuition, 
and time and stress management.  Apply to Client Services. 
 

Library  

Library Services are located in major campuses and your library card authorises you to borrow material from 
any Tasmanian Polytechnic library.  You can apply for borrowing rights at the University of Tasmania Library.  
Information services include Internet access, inter-library loans, hard-copy print materials (reference and loan 
books, magazines, newspapers, Australian Standards) videos and CD ROMs.  Other services and facilities may 
include networked computers, scanners, photocopying, laminating, ID photos, colour printer, laptop computer 
hire, binding, transparencies, video and film-viewing.  Opening times vary between regions.  Staff members are 
available for assistance. 
 

Child Care Centres 

Centres are located at Alanvale, Devonport and Clarence Campuses.  Quality child care is available Monday to 
Friday. 
 

Cafeteria 

Major campuses have cafeterias and student lounges. 
 

Mobile Phones & Personal Music Players 

These items must not be used in group education and training activities (i.e. classrooms, laboratories and 
workshops) unless there are special circumstances prevailing. 
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STUDENT RIGHTS AND RESPONSIBILITIES 
 

As a Tasmanian Polytechnic student you are entitled to: 

¶ be treated fairly and with respect  

¶ learn in an environment free of discrimination and harassment  

¶ pursue your educational goals in a supportive and stimulating environment  

¶ have access to various institute services such as counselling and language support  

¶ be informed of assessment procedures, including your right to have existing skills recognised. 

As a Tasmanian Polytechnic student it is your responsibility to: 

¶ treat other people with fairness and respect 

¶ be punctual and regular in attendance 

¶ observe normal safety practices, including no smoking in buildings 

¶ participate in scheduled assessment events and submit written assessment items on time 

¶ not engage in plagiarism or cheating in any assessment or test and provide authentic original 
assessment evidence 

¶ behave in a responsible manner i.e. no littering, harassing or offending fellow students or staff, or 
damaging property. 

STUDENT CONDUCT 

Unacceptable behaviour is defined as behaviour that: 

i. unacceptable behaviour constitutes disobedience of instructions which regulate the conduct of 
students, or 

ii. is likely to be of detriment to the health, safety and welfare of the staff or other students, or 
iii. is discriminatory or constitutes harassment of staff or other students, or 
iv. is likely to cause harm and distress to staff or other students, or 
v. is likely to undermine the learning and work environment of staff and other students, or 

vi. threatens the academic and career prospects of staff and other students, or 
vii. causes, or is likely to cause, damage to property of the Tasmanian Polytechnic.  

 ATTENDANCE 

If you are in receipt of Centrelink benefits, there are attendance requirements. 

International students are required, as a condition of their student visa, to attend all classes. 

Although there are no compulsory attendance requirements for other Australian students, the Business and 
ICT Program assumes that students will attend all scheduled classes. 

GRIEVANCE PROCEDURES 

Staff are constantly striving to provide quality service in a harmonious learning environment.  The organisation 
is committed to the elimination of all forms of discrimination and harassment.  However, despite this, 
misunderstandings, problems, complaints and grievances do occur with staff, students and external clients. 
 
Above all, we believe all complaints and grievances should be taken seriously.  We also believe that, in many 
instances, mature discussion between parties will often resolve difficulties without the need to resort to more 
formal methods. 
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If you are involved in a problem which has not been readily resolved, we suggest that the difficulty be taken to 
the relevant Workforce Learning Leader, Client Services or Contact Officer. 

STUDENTS WITH DISABILITIES 

Students with disabilities have the same rights and responsibilities as other students to: 

¶ fully access learning environments and services; 

¶ have their choices respected and considered in the context of any specific needs; 

¶ request assistance when this is needed; 

¶ pursue any grievance in relation to services without fear of discrimination. 
 
The disclosure of information about a person’s disability is a personal choice.  Any information provided to 
staff will remain confidential to relevant staff members. 
 

SAFETY – EVENING CLASSES 

¶ park your car in a well-lit area; 

¶ do not walk to your car or other destination through poorly-lit, isolated areas; 

¶ if you are waiting for a lift of public transport, wait in a well-lit area; 

¶ use the buddy system to walk to your car (i.e. leave the building in pairs); 

¶ have your car keys ready for when you reach your car. 
 

SECURITY 

¶ your personal items are your own responsibility; 

¶ unfortunately thefts occur from training rooms so keep your personal items of value locked away; 

¶ do not leave valuables in your vehicle where they can be seen; 

¶ student lockers are available at many campuses; students purchase a padlock for their own use. 
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EMERGENCY PROCEDURES 
 

TASMANIAN POLYTECHNIC MANAGEMENT WILL: 

¶ ensure the health and safety of all staff and students; 

¶ provide and maintain equipment and systems of work that are safe and without risk to health; 

¶ provide sufficient information and training to ensure staff and students are safe from injury and risks 
to health. 

 
STUDENTS MUST: 

¶ obey any direction given to them with respect to any matter relating to health and safety; 

¶ wear correct personal protective clothing/devices as stipulated for a particular work area. 
 

OH&S POLICY 

 

Students who arrive for classes at a campus without suitable clothing or prescribed safety equipment shall be 
given the opportunity to comply.  The following alternatives may be considered: 

¶ immediate purchase or loan of the necessary requirements; 

¶ the option of performing some other task in the course not requiring the special needs, providing 
tuition and supervision is available. 

¶ students are not permitted to remain in the workshop, laboratory or classroom whilst under the 
influence of alcohol or any drug or medication that may impair their ability to perform their training in 
a safe manner. 

¶ all accidents and incidents must be reported on the appropriate form. 
 

EVACUATION 

¶ emergency instructions and evacuation procedures are displayed on notice-boards and exit door. 

¶ all rooms must be evacuated when the alarm sounds, even it is known to be a false alarm - it is 
offence to remain inside the building or re-enter before a responsible officer gives permission to do 
so. 

¶ do not use the lifts. 

¶ Fire Wardens, identified by persons wearing blue or red hats, are to be obeyed without question. 

¶ if you have a disability, it may be important for the teaching staff to be notified. 

¶ make sure that you are aware of your evacuation assembly area. 

¶ no-one must re-enter the building until the “all clear” is notified by the Fire Brigade. 
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 BUSINESS & ICT NORTH WEST  
(VALLEY ROAD & HELLYER CAMPUS)  
 

20 VALLEY ROAD 

DEVONPORT  TAS  7310 

Ph 03 6421 5551 
BusinessDevonport @polytechnic.tas.edu.au  

 

 

MOOREVILLE ROAD 

BURNIE  TAS  7320 

Ph 03 6434 5872 
BusinessBurnie@polytechnic.tas.edu.au 

 
 

 
 

 
 

¡ CONTACT DETAILS  
 

Student ID:  DOB:  

         

Surname:  Name:  

         

Address:  

          

Suburb:  State:   Post Code:  

      

Home Ph:  Mobile:  

         

Email:  

 

F Have any of your contact details changed since your 
enrolment in either first and/or second semester? 

Ã Yes Ã No 

F If ôYesõ, have you completed a òChange of Personal Detailsó 
Form? 

Ã Yes Ã No 

 

¢ QUALIFICATION DETAILS  
 

Qualification Title:  

      

Year of Completion:  Semester 1 or 2   

 

£ GRADUATION DETAILS  
 

Please allow two to three weeks after submitting this form for your qualification/s to 

be posted to you. Graduates will be invited to a graduation ceremony in March/April 

in the year following their course completion. 
 

¤ FORM SUBMISSION  
 

Signature:  Date:  

 

APPLICATION TO GRADUATE  
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ORIENTATION FORM 
 
 

I, __________________________________________________________________________ 

(your name) 

Have enrolled in _____________________________________________________________ 

(your course name) 

 

As part of my introduction to the Tasmanian Polytechnic I have received information on the following: 
 

Ã Attended orientation and been fully informed of the training content of my enrolled program 
and the assessment process 
 

Ã Timetable / list of course requirements 
 

Ã I have been advised of what must be completed to gain the full qualification, including the 
number of core and elective units required 

 
Ã I have been advised of fees and charges, including refund policy and exemptions (if applicable) 

 
Ã I have been provided information on student support services, including counselling and 

financial support 
 

Ã The recognition process has been explained and I understand the option is available to me 
 

Ã I have been informed of the flexible delivery options available to me 
 

Ã I have been informed of the need to check standard operating procedures (SOP’s) prior to using 
any equipment or machinery 

 
Ã Received a Student Handbook  

 
Ã OH&S and awareness of my duty of care to work safely for the protection of myself and others 

 
Ã Rights and responsibilities 

 
Ã Facilities, including Library services 

 
Ã Student Services 

 
 
SIGNED _________________________________ 

 
DATE _________________________________ 


